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ASSI STANT POLI CE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses highly responsible adm nistrative and
supervi sory positions, the primary duties of which are assisting
the Police Chief in the planning and directing of all activities
of the departnent. An incunmbent of this class may be required
to perform the duties of the Police Chief in the Chief's
absence. Enployees in this class assists in the nmanagenent of
personnel, assist in financial managenent, oversee preparation
and mai nt enance of records, performpublic relations duties, and
manage departnment equi pnent and property, as well as directing
| aw enforcenment functions of the departnent. Assistant Police
Chi efs work with a hi gh degree of i ndependence, reporting to and
having work reviewed by the Police Chief. This class ranks
directly below that of Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assists the Police Chief in managing the operations of the

police departnment. Performs the duties of the Police Chief in
the Chief's absence. Recommends nmnagenent policies for the
departnment. Assists in the research and planning for prograns

and activities of the departnent.

| nvestigates all accidents involving departnent equipnent or
personnel, determ nes the cause, and nmakes recomendati ons on
procedures to avoid future accidents. |Investigates conplaints
agai nst department personnel and nmakes a recomendation for
reply to the conplaint. Keeps pronotional eligibility lists and
recomends pronotions in accordance with civil service |aw.

Aut hori zes the expenditure of funds allocated for police
department operation, nmaking sure that such expenditures are in
accordance with the budget.

Assists in making decisions concerning the format for
departnmental records and reports. Supervises the preparation and
mai nt enance of reports by reviewing reports conpleted by
subordi nates and by periodically inspecting facilities for
mai nt ai ni ng t hese.

Serves as departnent representative to the news nedia, rel easing

informati on and answering questions concerning the work of the
depart nent. Answers questions for the public about the
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operation of the police departnent or any related areas of |aw
enf or cenent .
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Coor di nates special public service projects designed to i nprove

the image of the police departnent. G ves talks and
denonstrations on | aw enf orcenent and crine prevention topics to
school s and civic groups. Serves as a consultant for smaller
| aw enforcenment agencies in surroundi ng areas.

Supervi ses subordi nate departnent enployees. Hol ds neeti ngs
with subordinates for the purpose of receiving reports and
di ssemi nating i nformati on. |nspects appearance of subordi nates

to insure conpliance with departnent standards for safety and
propriety. Assigns duty areas and work schedul es, and approves
| eave. Eval uates work performance of subordi nates, and provides
assistance in technical areas of work. Resol ves enpl oyee
conplaints and grievances, and counsels enployees who are
experiencing work problenms. Wites enpl oyee eval uation reports.
Assi sts the Police Chief in maintaining discipline.

Assi sts in developing a training programfor the departnment and
in seeing that this programis properly staffed and supplied
with training resources. Serves as an instructor for formal
trai ning conducted by the departnent.

Assists the Police Chief in overseeing the use, care, and
mai nt enance of all departnental equipnment, vehicles, and
property. Arranges for repairs and sees that these are properly
perfornmed. Checks all equipnment on a regular basis to insure

that this is 1in correct operating condition. Pur chases
equi prment . Wites specifications on new police departnment
equi pmrent and prepares these for public bids. Mai nt ai ns an
inventory of supplies and equipnent. Orders and disburses
suppl i es.

Assists the Police Chief in directing the |aw enforcenent
activities of the departnment, including patrol and general |aw
enf orcenent functions, crimnal investigation, and operation of
the jail.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be nmet by the filing deadline for application for adm ssion to
the test.

Must meet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm nistration of which will be authorized by the Appointing
Aut hority, designed to denonstrate good health and physi cal
fitness sufficient to perform the essential duties of the
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position, with or w thout accommodati on.
Must possess and maintain a valid Louisiana driver’s license.

Must be a regul ar and permanent enployee in the class of Police
Captain for at Jleast two (2) vyears immediately preceding
application to the board.
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